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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 



DWR 525 (Rev. 1/09) Page 2 of 2 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mary Jo Schall
	SUPERVISOR'S CLASS: Staff Services Manager I 
	personnel analyst: SCM
	personnel date: 10/4/12
	PERCENT OF TIME: 












50%
	activity: POSITION SUMMARY

Under general direction of the Staff Services Manager I, administers a variety of the more complex and sensitive decentralized examinations for the Department. Demonstrates a positive attitude and a commitment to provide quality service that is accurate, timely and exceeds our customers' expectation.  

ESSENTIAL FUNCTIONS

The incumbent is required to work independently, demonstrate good judgment, work cooperatively with others, maintain regular, consistent, and predictable attendance in performing the following duties:

Coordinate and administer a variety of complex civil service examinations.  Evaluate candidates' qualifications for admittance into exams.  Handle the more complex and sensitive selection issues.  Select panel members for oral examinations and conduct panel orientations.  Analyze post examination documents and make recommendations for possible improvements to future exam administrations.  Perform special projects related to certification and selection as assigned by the supervisor.  Post and distribute exam announcements and information lists for assigned exams.  Update examination bulletins.  Provide guidance and direction to subject matter experts in the development of written test items or structured interview questions for content for examinations.  Make changes to written test items as appropriate.  Input exams into the State Personnel Board's (SPB) automated system.  Develop selection instruments, including written examinations, performance tests, physical ability tests, oral examinations, and supplemental applications.  
	classification: Associate Personnel Analyst
	appointee: Vacant (Limited Term)
	dwr position number: 0730-5142-XXX
	sap personnel no: 
	sap position number: 50043371
	division: HRO/Selection Services/Examinations
	mcr: 1
	percent 2: 25%





10%



5%











5%


5%
	activity2: Conduct job analyses by guiding subject matter experts through the process to determine the knowledge, skills, and abilities (KSAs) required for successful job performance and develop selection method to test for those KSAs to produce content valid examinations.  Analyze and edit written test items and interview questions for content, structure, and job-related KSAs of the classification.  Review item analyses and raw score tabs and set pass points.  

Generate memorandums and complete special projects; proctor written examinations; act as chair person for examinations; maintain examination files, update examination forms, and coordinate with liaisons to schedule examinations and determine testing sites.   

As the back-up to the certification list specialist, interpret SPB laws and rules pertaining to certification lists; liaison with personnel analysts and administrative officers in all phases of the certification process (such as certification list clearance procedures, transfer of list eligibility, and appropriate list usage).  Research and provide information to candidates regarding list eligibility and transfer of eligibility.  Review and analyze requests for transfer of eligibility to determine if exam plans are comparable and handle requests from other departments regarding appropriate list usage.  Query SPB system to identify departments with lists for DWR use when no departmental lists are available.  Provide guidance to Human Resources Office staff on questions with certification lists; work closely with line organizations on their certification lists needs, including requesting certification lists, contacting eligibles, and clearing the lists ensuring that all criteria has been met.  Develop reports as needed for management.  

Conduct selection related training courses such as Civil Service Exam Preparation.  Attend training and meetings related to selection methods, policies, and professional standards.  

Investigate and respond to exam appeals and represent the Department at SPB appeal hearings as needed which may require driving a vehicle on public roadways.  Review and respond to proposed changes to selection-related policies, procedures. 

SPECIAL REQUIREMENTS

This position may require traveling by vehicle throughout the State to perform the duties of this position that will require a valid California driver's license.
	supervisor name: Mary Jo Schall
	employee name: Vacant


